
Before processing any type of Leave of Absence (LOA) use the above 

checklist.

Keep in mind that any Agency-specific benefits are not part of SAP. The 

Agency will have to work with the employee regarding whether the Agency 

specific benefits are stopped or if continued how payment will be received.
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This presentation focuses primarily on Short Term Disability and 

Military Leave. However, much of the information presented is 

applicable for any type of Leave of Absence (LOA). 

Monitoring of  Tasks: if using leave, then do one reminder in Action 

(either the leave run out or estimated return date) and do the other 

using PA30.

If not using leave, then you only need to do the 0019 in the Action for 

estimated return date.

Substitutions: All LOA employees are to be put on substituted work 

schedules so that any leave that is taken will be applied appropriately. 

For example, if DOT employee that is 24 hours goes on leave, and not 

put on substitution, then when the 2001 for leave is applied  (for 

example 5 days leave) SAP thinks the person should be deducted 24 

hrs for 5 days. Even if the employee is already on positive pay, he or 

she must be put on a Substitution. A negative time employee must be 

changed (IT0007) to positive in addition to Substitution; otherwise the 

employee will receive his or her regular salary. You should always 

check infotype 0007 Planned Working time and ensure that the Time 

Management Status field is ―1‖ for positive working time and change 

when applicable.
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When an employee is on leave, either HR or Time Administrator 

should be  entering the leave if applicable on 2001 and the 9400, not 

the employee.

Pay out: Employee either has to exhaust leave or receive payout—

can’t do both at the same time.
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You only change IT0007 if the employee going on LOA is a negative time 

employee. If the employee is already positive, you do not perform this step..
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For most LOA Actions, you merely save IT0001 – Organizational 

Assignment. However if the LOA is for Short-Term Disability (STD) you 

use the contract field as follows:

Leave blank if either

• Employee has 5 or more years creditable service

• Employee is using leave * 

• Employee is on FMLA

Select SHP-STD < 5 Rtmnt if employee has fewer than 5 years 

creditable service and not using leave

* If employee’s leave runs out before returning, you must create new 

Action (LOA, Reason STD Regular), and select Contract field if 

applicable.
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Date: The substitution is directly related to the Action, therefore, the From date should be 

the date of the Action, and the To date should be 12/31/9999.

Substitutions type: For Short-Term Disability, the applicable subtypes are :

• 05 - LOA Generic:  Use when none of the other subtypes apply.

• 06 – STD:  Employee has five or more years of service as of 8/12/1989 for the first

six months of STD (benefits not subject to state tax).  Important: Verify there has 

been no break in service. The 1st 6 mos. Includes the 60 day waiting period.

• 07 – STD:  Employee has five or more years of service as of 8/12/1989 for second

six months of STD (benefits not subject to state tax).

• 08 – STD:  Employee did not have five or more years of service as of 8/12/1989 for 

first six months of STD (benefits subject to state tax). Includes 60 day waiting period.

• 09 – STD:  Employee did not have five or more years of service as of 8/12/1989 for 

second six months of STD (benefits subject to state tax).

For STD, Substitutions is an infotype that you will have to track and change as applicable 

(IT0019) in order to ensure that the employee’s STD benefits are taxed appropriately.

Daily work schedule: Leave blank.

Work Schedule Rule: If the employee is full-time (40 hours a week), enter D01N08GN in 

the work schedule field (you must do this even if the employee is already D01N08GN).  

When you press Enter, the other fields will default with the appropriate information.  If the 

employee is part-time (less than 40 hrs/week), enter a '3' in the ES grouping field.  Use the 

Work schedule rule field matchcode to select the appropriate part-time schedule. 
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The Absences infotype (2001) indicates the number of hours the employee wants to 
use for leave and deducts from the leave quotas as applicable. The dates you enter 
on the Absences infotype should align with the number of hours the employee wants 
to be paid out for leave. For instance, if the employee wanted to use 24 hours of 
leave for the week of 12/3/08 through 12/7/08, you would enter those dates in the 
Start and To fields.  The ―to‖ date should never be 12/31/9999.

The hours that default are based on the work schedule rule entered on the 
Substitution infotype combined with the dates you enter on the Absences infotype.

If the employee elects to use more than one leave type, you can only enter one type 
in the Action. To enter the other leave types, you enter must access PA30 and enter a 
new IT2001 for each additional leave type.

Because BEACON is integrated, the hours entered on the Create Absences infotype 
are fed directly to payroll.  A time sheet does not have to be entered.  If the Create 
Absences infotype is not completed, the employee is on leave without pay. If longevity 
or leave accruals need to be stopped, you should enter 9400 on 2001.

As long as the employee is receiving pay (leave or STD benefit), benefits will continue 
to be deducted. If not receiving pay, employee must pay for benefits or discontinue 
them.

To use decimals: Example: Employee has 546.98 hours and wants to use all of 
them. In LOA Action on IT2001, enter dates so that system calculates as close to 
whole hours as possible (for example 544). Then process a  PA30, IT2001. Enter the 
effective date with the same from and to date (for example 12/15/08 to 12/15/08). 
Enter  the remaining hours (in the Absence hours column (2.98 in the example).
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If the employee is using leave during a time that includes a holiday, 

additional 2001 infotypes will be necessary to allow the employee to take 

holiday leave.  The additional 2001 records are created in transaction PA30.  

For example, assume an employee is going out on military leave on 

December 18 and wants to exhaust 160 hours vacation prior to beginning 

the military 30 days.  In this scenario, there are two holiday periods (12/24 –

12/26/2008 and 1/1/2009). Your entries would be as follows:

1. During the LOA Action, on the Absences (2001) infotype, you will enter 

the dates for the leave to be exhausted up to the holiday period in the 

Start and To fields:

Start: 12/18/2008        To: 12/23/2008  (32 hours leave)

By entering the dates above the system calculates that four working 

days fall within the date range. The substitution previously created 

issues an 8 hour workday for the employee; therefore, 32 hours default 

into the Absence hours field.

2. Create a PA30 to enter the first holiday period, infotype 2001, subtype 

9300:

Start: 12/24/2008        To: 12/26/2008 (24 hours holiday)
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3. Create a PA30 to enter the next leave period up to the next 

holiday, infotype 2001, subtype 9000:

Start: 12/27/2008         To: 12/31/2008 (24 hours leave)

4.  Create a PA30 to enter the next holiday period, infotype 2001, 

subtype 9300:

Start: 01/01/2009       To: 01/01/2009 (eight hours holiday)

5.  Create a PA30 to enter the remaining leave, in this case 104 

hours, infotype 2001, subtype 9000

Start: 01/02/2009         To: 01/20/2009 (104 hours leave)

By entering the data on the Absences infotype as explained in this 

manner it is not necessary for a separate time sheet to be entered for 

the employee. If data is not entered on this infotype, the employee is 

on leave without pay.

Using Leave Accrued While Out

An employee who is out on paid leave is accruing additional leave. If 

an employee wants to use the leave that was accrued while out, you 

would create a PA30 for IT2001 after the accrual to use the number of 

hours that have been earned while out.
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Some types of unpaid leave of absence (like Military) allow the employee to 

continue to accrue longevity and leave (review State policy). In those 

cases, do not enter 9400 for the employee. If the employee on LOA is not 

supposed to accrue leave, then 9400 should be entered for the days the 

employee is out on unpaid leave.

If the employee is on LOA, the employee cannot enter hours in ESS. An 

employee on LOA cannot have hours coded to 9500. 

Using 9400 and 9500 on the same day for employee not on LOA

If the employee is not on LOA but is not at work for part of the day, codes 

9400 and 9500 can be entered on the same day. However, keep in mind 

that the total of the two codes cannot exceed the work schedule hours. If 

the work schedule hours are exceeded, the hours coded to 9400 will take 

precedence. For example, if 9400 is entered for 4 hours, and 9500 for 6 

hours, then the hours for 9400 will prevail and wipe out all of the hours 

coded to 9500 (not just the two hours that were over 8, but the entire entry 

for 9500).
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Employees who are out on leave of absence will receive an LOA 

Continuation form letter. NOTE: The letters only print if IT0019 was 

created for ―estimated return date‖. The form letter is generated by 

either HR or Benefits using transaction code ZBNS008.

On the form, the employee indicates if benefits should be continued or 

stopped and returns the form to BEST. If the benefits are to be 

continued, as long as the employee is receiving pay (leave or STD 

payments), the deductions for benefits will automatically occur on an 

after-tax basis. If the employee is not receiving either STD payments 

or leave, then the employee must send a check as applicable by the 

benefit deadline date. NC Flex must be sent directly to the vendor 

according to the vendor’s deadline. Insurance premiums are sent to 

BEST by the last day of each month.

If the employee has Agency specific deductions, those are handled 

outside of SAP. The Agency should notify the employee about the 

process in those cases.
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The second screen of IT2010 is used to enter the wage type and the dollar amount of 

the STD payment. The following wage types are used as applicable.

1332 – Select if employee did not have five or more years of service as of 8/12/1989 

for the first six months of Short -Term Disability (STD).   Benefits are subject to state 

income tax. 

1333 - Select if employee had five or more years of service as of 8/12/1989 for first 

six months of STD. Benefits are not subject to state income tax. 

1334 - Select if employee's did not have five or more years of service as of 8/12/1989 

for second six months of STD. Benefits are subject to state income tax.

1335 – Select if employee had five or more years of service as of 8/12/1989 for 

second six months of STD. Benefits are not subject to state income tax.

Amount – Enter amount to reflect the calculated benefit amount to be paid from 

forms 714 and 711. For wage types 1332-1335, BEACON SAP will only allow dollar 

amounts.  Do not enter anything in the number of hours field or number unit field. 

You can enter multiple 703s on the same day (with effective dates applicable for the 

month being paid) as long as you do not exceed $3k for the current pay period.

It is a best practice that IT2010 is not entered for a future date. If prior to Legislative 

Increase, you had already future dated IT2010, you must remember to go back and 

add in the increase.
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When the employee is reinstated, infotype 2003-Delimit appears in the 

Action. Select the line item and click the Delimit button to delimit the 

Substitution work schedule. This ensures that the employee is 

automatically returned to his or her regular work schedule.



When you reinstate an employee who was a negative time employee, you must go 

back to IT0007 and change the employee back from negative to positive.
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Keep in mind that Workbench is not tied to the Action; therefore you must work closely 

with your Time Administrator to ensure that the FMLA event is created and that 

absences are associated as applicable.

1) What is the affect of changing an event from Continuous to Intermittent (or vice 

versa)? Will the applied absences still be relevant after the change?

Once absences have been tied to an FMLA event, the period information can not be 

modified. That is, a change from continuous to intermittent or vice versa can not be 

made. In order to make such a change, the event can not have any absences tied to 

it. Thus, any attributed absences must be de-selected, the change made, then the 

absences re-applied.

2) What absences show up on the workbench for an FMLA event?

Any absences that have been approved and transferred (shown on IT2001) and fall 

completely or partially within the valid dates of the FMLA event will be shown on the 

absences tab in the work bench. This includes both single and multi-day absences. If 

an absence falls completely outside the valid date range on the event, it will not be 

displayed. It also appears that an absence with a valid date through high date 

(12/31/9999) does not display. An absence with a start date in the valid period and an 

end date outside the period will be displayed, but will not be available for selection.
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